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Evitor’s Note: The index to articles 
that appear in BUSINESS EDUCATION 
ForuM is an annual service to members, 
libraries, and summer session students. The 
Forum is owned and published by the mem- 
bers of the United Business Education Asso- 
ciation. Articles which appear in the ForuM 
are approved for publication by the respee- 
tive editors. Ideas presented by the con- 
tributors do not necessarily constitute an en- 
dorsement by the publisher unless estab- 
lished by a resolution of the UBEA Exeeu- 
tive Board. The Forum’s staff welcomes 
articles submitted by first-time writers in 
addition to those solicited from experienced 
business educators.—H.P.G. 


BASIC business 


Applying psychology of learning to basic 
business. Mary Elizabeth Spidle. 13:25 
Dee 758 


Business ethies: an area of concern to the 
basie business teacher. Myles A. Tracy. 
13:33 Feb ’59 


Concept approach in basie business. Jo 
Ann Hughes. 13:24 Feb ’59 


Giving an oral semester examination in 
general business. Harold R. Steinhauser. 
13:28 May ’59 


Improving basie business (editorial). 
Floyd L. Crank. 13:4 Mar ’59 


Improving the basic business program: 
choose significant and practical content. 
Virn A. MeElwain. 13:10 Mar ’59 


Improving the basie business program: 
develop concepts, understandings, atti- 
tudes. Floyd Crank. 13:7 Mar ’59 


Improving the basie business program: 
enable students to reach their goals. 
Gladys Bahr. 13:12 Mar ’59 


Improving the basic business program: 
evaluate in terms of behavioral changes. 
Dorothy L. Travis. 13:15 Mar ’59 


Improving the basie business program: 
make basie business good general educea- 
tion. Ray G. Price. 13:5 Mar ’59 
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ARTICLES AND CONTRIBUTORS 


Problems of the beginning teacher of 
basie business. David G. Bauer. 13:26 
Oct 758 


Teaching general business today and to- 
morrow. Frank Hoffman. 13:26 Nov ’58 


‘“Why didn’t I get this earlier?’’ teachers 
ask. Marie E. Robinson. 13:26 Apr ’59 


BOOKKEEPING and accounting 


Building better bookkeepers through inte- 
gration with business arithmetic. Ken- 
ton E. Ross. 13:7 Dee ’58 


Building better bookkeepers through inte- 
gration with business and economic 
concepts. George A. Chambers. 13:10 
Dee ’58 


Building better bookkeepers through inte- 
gration with business law. Joan E. 
Havard, Marie Oesterling, and Olive N. 
Arctander. 13:15 Dee ’58 


Building better bookkeepers through inte- 
gration with distributive education. 
Sharon L. Seeliger. 13:13 Dee ’58 


Building better bookkeepers through inte- 
gration with general business. Robert 
Gryder. 13:17 Dee ’58 


Building better bookkeepers through inte- 
gration with office practice. Dean Clay- 
ton. 13:5 Dee 58 


Building better bookkeepers through inte- 
gration with shorthand. William H. 
Bonner. 13:19 Dee ’58 


Building better bookkeepers through inte- 
gration with typewriting. Robert E. 
Keller. 13:12 Dee 758 


Bulletin boards in bookkeeping. Business 
Student Teachers, Ball State Teachers 
College. 13:30 Feb ’59 


End-of-fiseal-period (EFP) work. LeRoy 
A. Brendel. 13:21 Feb ’59 


‘«Extra’’ for the bright learner in book- 
keeping, An. Gilbert Kahn. 13:26 May 
59 


How to use the bookkeeping textbook as a 
reference book. W. J. Wagoner. 13:24 
Nov ’58 


Integrating bookkeeping (editorial). John 
E. Binnion. 13:4 Dee ’58 


Must we do another exercise today? 
Robert M. Swanson. 13:21 Oct ’58 


My A-B-C method of teaching bookkeep- 
ing. Juanita Bishop. 13:24 Apr ’59 


Prognostic value of high school bookkeep- 
ing. Jack Theige. 13:25 Mar ’59 


DISTRIBUTIVE occupations 


Community survey — a_ grassroots ap- 
proach. Forrest L. Mayer. 13:27 Oct ’58 


Co-ordinator’s Notebook. Dwight R. Crum. 
13:27 Dee 758 


Co-ordineering. William B. Logan. 13:25 
Feb 


Improving instruction in distributive edu- 
cation (editorial). Warren G. Meyer. 
13:4 Apr 


Improving instruction in individual job 
study. Pauline W. Burbrink. 13:14 Apr 
59 


Improving instruction in visual merchan- 
dising. Edwin L. Nelson. 13:11 Apr ’59 


Improving instruction in vocational occu- 
pational relations. William Knaak. 
13:16 Apr ’59 


Improving the teaching of retailing. G. 
Henry Richert. 13:5 Apr ’59 


Problems of a beginning co-ordinator. 
Richard R. Hutchinson. 13:27 Nov ’58 


Psychological bases for improving instrue- 
tion in the merchandising units. Roman 
F. Warmke. 13:9 Apr ’59 


Recruitment for retailing careers. Lowell 
Anderson. 13:27 Mar ’59 


Role-playing in classroom selling situa- 
tions. Caroline Kuhns. 13:30 May ’59 
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Teenagers, teachers, textbooks, and tech- 
niques in teaching salesmanship. Wil- 
liam B. Logan. 13:7 Apr ’59 


Three practical business teaching tips. 
John H. Linn. 13:34 Feb ’59 


FUTURE business leader 


Citizenship in a changing world. Joseph 
Collier, Jr. 13:33 Mar 759 


FBLA—a plan for young America. Cecelia 
Harmening. 13:41 Nov 758 


FBLA in action—local, state, and nation- 
al. 13:34 May ’59 


FBLA prize winning projects. ‘‘Com- 
merece Street’’—Baton Rouge (Louisi- 
ana) High School. ‘‘The Secretarial 
Bureau’’— Freeman (South Dakota) 
Junior College. 13:41 Feb 759 


FBLA’s largest national convention. 13: 
41 Oct 


Our future goes to school today. Hamden 
L. Forkner. 13:33 Dee ’58 


Ten tips for advancement. 13:41 Apr 


GENERAL clerical and office machines 


Adapting a clerical office practice class to 
students’ needs. Helen L. Steele. 13:24 
Oct 758 


Fifteen suggestions for clerical practice 
elasses. Sherwood Friedman and Jack 
Grossman. 13:7 Feb. ’59 


Five ways to make clerical practice a 
‘“real’’ experience. Robert I. Place. 
13:32 Feb ’59 


Office duplicating. Carl E. Walker. 13:26 
Mar 


Office practice—versatility in action (edi- 
torial). Theodore Yerian. 13:6 Feb. ’59 


Practical general clerical course. Ralph 
Snyder. 13:14 Feb. ’59 


Secretarial work in 1959. Irene Place. 
13:11 Feb 759 


Systems in the office practice class. Eliza- 
beth Seufer. 13:27 May ’59 


Teletrainer takes over. Robert Poland. 
13:25 Nov ’58 

Tips on purchasing office equipment. R. 
C. Lane. 13:25 Apr ’59 


Typewriting-clerical practice for junior 
high school students. John C. Roman. 
13:24 Dee ’58 


INTERNATIONAL 


Business education in Austria. Felix 
Romanik. 13:21 Feb ’59 


Business education in Belgium. Anthony 
A. Verplaneke. 13:14 Feb ’59 


Business education in European countries 
(editorial). Dorothy H. Veon. -13:4 
Feb 759 


Business education in Finland. Bertel 
Cronhjort. 13:17 Feb ’59 


Business education in the Netherlands. 
D. F. Timmer. 13:20 Feb ’59 


Business education in Sweden. Ivan Lars- 
son. 13:9 Feb 759 


Business education in Switzerland. Samuel 
Schaffner. 13:5 Feb 759 


OFFICE standards and co-operation 
with business 


Employer-school ratings compared. Mar- 
garet E. Andrews. 13:27 Feb 759 


Hand in hand—business and business edu- 
cation. Audrey Dempsey. 13:35 Feb ’59 


Have business education—will work (per- 
haps?). Harry Huffman. 13:28 Mar 759 


Let students teach themselves and others 
about office standards. Geneva Nay. 
13:28 Oct ’58 


Office communications (editorial). Wilson 
Ashby. 13:8 May 759 


Report of office survey on uses and stan- 
dards for the key-driven calculator. 
Mary Margaret Brady. 13:29 Dee ’58 


Standards of communication from: the 
line or production employee to the office. 
Mary Claire Griffin. 13:10 May ’59 


Standards of communication from: man- 
agement to office employees. Eleanor 
Maliche. 13:12 May ’59 


Standards of communication from: office 
employees to management. Frank Gil- 
mer. 13:9 May ’59 


Standards of communication from: the 
office to line or production employees. 
J. Curtis Hall. 13:15 May ’59 


Standards of performance expected of 
beginning distributive education stu- 
dent-workers. Robert F. Kozelka. 13:27 
Apr 759 


Typewriting standards in business. Robert 
J. Ruegg. 13:29 Nov ’58 


SHORTHAND 


Bulletin board and the shorthand class. 
Lois Helen Cole. 13:27 Feb ’59 


Homework—a secret of shorthand success. 
Ethel Hart. 13:17 Oct ’58 


Measuring transcription rate. Rida Duck- 
wall. 13:21 Nov. ’58 


New horizons in the teaching of shorthand 
(editorial). Mary Ellen Oliverio. 13:7 
Oct 758 


Bus 


Office requirements for the medical secre- 
tary. Sister M. Sarah. 13:21 Mar ’59 


Psychological principles applied to short- 
hand instruction. Roger H. Nelson. 13: 
11 Oct ’58 


Shorthand television. Robert L. 


Grubbs. 13:16 Oct 7°58 


Speed approach to shorthand. Gloria C. 
Good and George J. Hammer. 13:9 Oct 
58 


Taking and transeribing dictation in 
second semester shorthand. Frances 
Watson. 13:21 Dee ’58 


Teaching alphabetic shorthand at the col- 
lege level. Alice L. Holst 13:14 Oct ’58 


Three-way transcription evaluation. Eliza- 
beth Freel. 13:19 Apr ’59 


Work simplification for stenographers. 
Elizabeth Melson. 13:21 May ’59 


Would you hire your own student? Kermit 
Crawley. 13:17 Feb ’59 


TYPEWRITING 


Are you ‘‘bulletin-bored’’? Phyllis Swartz. 
13:29 Feb 759 


Careers typewriting—or—typewriting 
in eareers. Mary Lou Smith. 13:23 
Mar ’59 


Defense of typewriting in (editorial). 
Lawrence Erickson. 13:4 Nov. 758 


Improvement of instruction in typewrit- 
ing. Elizabeth A. Pellett. 13:16 Nov ’59 


Improvement of typewriting instruction. 
Lawrence W. Erickson. 13:22 Dee 758 


Look at ninth graders in beginning type- 
writing. Grace M. Hetrick. 13:18 Nov 
"58 


Manual typewriting correction technique. 
John C. Peterson. 13:20 Feb ’59 


Message to the beginning typewriting 
teacher. Russell J. Hosler and Charlene 
Mordy. 13:19 Oct 


Secondary techniques in typewriting. M. 
H. Hubbell. 13:15 Nov ’58 


Teaching problem-solving skills. Kenneth 
B. Henderson. 13:13 Nov ’58 


Tricks-of-the-trade for beginning typists. 
William Selden. 13:21 Apr ’59 


Typewriting methodology. Frederick J. 
MeDonald. 13:10 Nov ’58 


Typewriting proficiency in the office. J. E. 
Silverthorn. 13:24 May 759 


What I wish I had learned about type- 
writing. Hamden L. Forkner. 13:7 Nov 
758 
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